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Foreword 


by Malcolm B. Northrup, President and Chief Executive 
Officer, Verbatim Corporation, Sunnyvale, CA. 


| When Verbatim commissioned a 1982 survey 

| of office worker views and perceptions of new 

| technology in the workplace, we revealed some 
startling facts. Over 68 percent of the 1,263 
secretaries, administrative assistants and word 
processing operators polled had health concerns 

| about the word and data processing equipment 

| they used. 

Two key problems pinpointed by respondents 

| were eyestrain (63 percent) and backstrain (36 

percent). In addition, nearly eight in ten wanted 

regular rest breaks and better lighting. There is 

little evidence, however, to suggest that machines 

are the cause of these concerns. Rather, ele- 

ments in the working environment, work pres- 

sures, amount of time spent at the machine and 

other factors are believed to have some bearing 

on the physiological strain felt by many office 

workers. 

As computers, word processors and other 
automated systems proliferate, more and more 
people will be spending time at terminals 
and keyboards. Today there are over 4 million 
systems in use. By 1986, International Data 
Corporation projects that over 6 million people 
will be working with data and word processing 
systems. 
| Verbatim has prepared TONE UP AT THE 
| TERMINALS as a simple guide to alleviate stress 
| and tension build-up resulting from extended 
use of automated office equipment. 

These easy-to-do exercises will break up your 
day and increase your concentration and per- 
formance levels. Do them on a regular basis and 
you'll be amazed at the difference it makes in 
your mental attitude and physical well-being. 


SPECIAL NOTE: Use caution when doing these exercises in 
office chairs with wheels. 
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Introduction 


by Denise Austin, Exercise Physiologist 


Numerous studies have shown conclusively 
that appropriate exercise improves the ability to 
relax, both immediately and over a sustained 
period. Findings indicate that a relaxed person 
works and thinks more efficiently. It has been 
noted that physical activity increases circulation 
through the body and exercising helps all the 
brain cells receive the nutrients they need. In- 
creased circulation through exercise can reduce 
or eliminate “nervous fatigue, as well as improve 
memory and cognition. 

During a hectic day, your muscles store up 
tension. This tension can lead to back pain, stiff 
neck or tension headaches. If muscles are not 
given relief from tension by relaxation, exercises 
or change of activity, the muscle fibers physiolog- 
ically “adapt” to the states of increased tension. 
The tension can be released by purposeful exer- 
cises and you can select the exercises that fit 
your individual needs. 

The exercises illustrated in TONE UP AT THE 
TERMINALS can be done at your work station in 
a matter of minutes. No special skills or athletic 
abilities are required. You can even try them at 
home or on the train, plane or bus. Better still, 
do the exercises while you're watching TV. 

For best results, supplement them with a bal- 
anced program of regular cardiovascular condi- 

| tioning, muscular flexibility, strength training and 
| sound nutrition. 


Exercise physiologist, Denise Austin, is a Los Angeles- 
based consultant and clinician with the President's 
Council on Physical Fitness and Sports. She is a graduate 
of the University of Arizona and a former nationally 
prominent gymnast. 

A specialist on employee fitness, stress management 
and aerobics, Denise has co-hosted the Jack LaLanne 
Show, and appeared on a number of major TV programs, 
including Hour Magazine, Well (U.S.A. Cable Network), 
A.M. Los Angeles and Eye on L.A. 

She developed and demonstrated the exercise featured 
in this booklet. 


Warm Up Exercises 


Shake: Loosen up by 
moving your neck, 
shoulders, arms, thighs, legs 
and feet. Promotes blood 
circulation through 

the body. 

Reach: Slowly raise your 
arms and draw the stomach 
fully in. Then let your arms 
drop. Repeat twice. A good 
stretch for the rib cage and 
can help posture. 


Deep Breathing: Close your 


eyes and direct your atten- 
tion to the breathing pro- 
cess. Think of nothing but 
your breathing. Inhale 


Neck 


Let your head drop slowly 
to the left, then to the right. 
Slowly drop your chin to 
your chest and then raise 
your chin as high as you 
can. Turn your head all the 
way to the left, return it to 
the normal position and 
then turn your head all the 
way to the right. Return to 
normal position. Benefit — 
Stimulates the neck mus- 
cles to alleviate a stiff neck. 


Shoulder Roll 


Slowly roll your shoulders 
forward five times in a 
circular motion using your 
full range of movement. 
Then roll your shoulders 
backward with the same 
circular motion. Benefit — 
Releases nervous tension 
buildup in neck and 
shoulders. 


deeply through the nose 
and exhale forcefully out 
the mouth. Repeat six 
times. Benefit — aids 

in relaxing and reducing 
tension. 

Tensing the Muscles: Most 
people generally have very 
little awareness of the sen- 
sation of relaxation. There- 
fore, you must first produce 
tension sensations, then 
slowly release them. This 
will allow you to feel the 
difference internally be- 
tween tension and relaxa- 


tion. 


Arm Circles 


Raise your arms out to the 
side with your elbows 
straight. Slowly rotate your 
arms in small circles for- 
ward and then backward. 
Benefit — To increase joint 
mobility in the shoulders. 


Pectoral Stretch 


Grasp your hands behind 
your neck and press your 
elbows back as far as you 
can. Return to starting 
position, then drop arms 
and relax. Repeat. Benefit — 
Good stretch to do when 
you find yourself slouching. 
Stretches the front of your 
chest. 


Upper Arm Stretch 


Grasp hands behind your 
back. Straighten and lock 
your elbows. Lift your arms 
as high as you can. Repeat 
3 times. This is great for 
rounded shoulders and 
gives an immediate feeling 


of energy. 


Upper Back Stretch 


Sit on a chair with your 
hands on your shoulders. 
Try to cross your elbows in 
front of you until you feel 
the stretch across your 
upper back. Return to 
starting position, drop your 
hands, relax. Repeat. 
Benefit — Reduce muscle 
stiffness of the upper back. 


Side Stretch 


Interlace your fingers. Lift 
your arms up over your 
head keeping your elbows 
straight. Press your arms 
backwards as far as you 
can. Then slowly lean first 
to the left and then to the 
right until you can feel the 
stretch along the sides of 
your body. Benefit — Will 
stretch the muscles along 
side of your body from your 
arm to your hips. 


Shoulder Stretch 


Bring your right hand to 
your upper back from 
above. Bring your left hand 
to your upper back from 
below and hook fingers 

of your two hands. Repeat 
to the other side. Benefit — It 
reduces tension and in- 
creases flexibility. 


Wrist Flex 


Put your elbow on a table 
with your hand raised. With 
your other hand, hyperex- 
tend your wrist to bend 
your hand so that the back 
of your hand is aiming to 
the top of your forearm. Re- 
peat with opposite hand. 
Benefit — This releases 
tension in your hand and 
wrist. 


Fingers 


With palms down, spread 
your thumb and fingers as 
far apart as you can. Hold it 
for the count of five. Relax. 
Repeat. Benefit — To release 
the tension build-up in your 
hands and fingers. 


Derriere Firmer 


Place hands on chair, feet flat 
on the floor, and lift your hips 
and buttocks up. Tighten 
your buttocks. Hold for five 
seconds, then sit back and 
relax. Repeat twice. Bene- 

fit — to firm and tone your 
legs and buttocks. 


Strengthen the Quadriceps 


Bring legs straight out in 
front of body to hold an 
L-shape position. Hold for 
five seconds and make sure 
you are sitting up straight 
with good posture. Relax. 
Repeat. Benefit—Strengthens ¥ 
the quadriceps and abdom- 
inal muscles. 


Back Relaxer 


Sit on chair. Drop your 
neck, your shoulders and 
your arms, then bend down 
between your knees, as 

far as you can. Return to 
upright position, straighten 
out and relax. Benefit — This 
will take pressure off your 
lower back. 


Trunk Twists 


Turn at your trunk. Turn 
your head in the direction 
of your trunk. Twist 3 times 
in each direction. Benefit — 
Excellent for trimming the 
waistline and improving 
flexibility. 


Windmill | 


Sit in a chair. Place your 
feet apart on the floor Bend 
over and touch your right 
hand to your left foot with 
your left arm extended up. 
Alternate sides repeatedly. 
Benefit — To trim your hips 
and waistline. 


Knee Kiss 


| Sit in a chair. Pull one leg to 
your chest, grasp with both 
hands and hold for the 
count of five. Repeat with 
opposite leg. Benefit — 
Excellent stretch for the 
hamstrings. 


‘Trimming the Waist 


Interlace fingers behind 
your neck. Lift right knee, 
and touch the left elbow 
to the right knee. Alternate 
sides repeatedly 5 times. 
Benefit — Trim and tone 
the waistline. 
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For Your Arms 


Bend your elbows, parallel 
to the floor, fingers in front 
of chest. Then push arms 
way out to the sides with 
arms Straight. (Try to push 
arms as far as possible.) 
Repeat 5 times. Keep firm. 
Benefit — Tones the muscles 
of the arms. 


Middle-Gpper Back Stretch 


Hold your right arm just 
above the elbow with your 
left hand. Now gently pull 
your elbow toward your left 
shoulder as you feel the 
stretch. Hold stretch for 5 
seconds. Do both sides. 
Benefit — To stretch and 
increase flexibility of the 
middle-upper back. 


Hug Yourself 


Cross arms in front of 
chest and reach fingertips 
towards your shoulder 
blades. Benefit — Relieves 
tension from shoulders and 
upper back. 
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Profile of Verbatim 
Corporation 


Overview 

Verbatim Corporation is a rapidly growing 
public company whose stock is traded on the 
American Stock Exchange. Headquartered in 
Sunnyvale, CA., it is the world’s largest supplier 
of flexible disks (36.2 million in fiscal 1982) used 
to record, store and retrieve information in a vari- 
ety of computer-based data processing systems. 

Verbatim’s removable media product lines in- 
clude 8-inch diskettes, 54-inch minidisks and 
accessory products sold direct to original 
equipment manufacturers and through distri- 
butors under the Datalife®, Verex™ and Optima 
Series® brand names. It also markets data cas- 
settes, mini data cassettes, microcomputer soft- 
ware and diskette duplication services. Inter- 
national sales account for about 40 percent of 
total revenues. 

Established in 1969, Verbatim has production 
facilities in Ireland, Australia, California, North 
Carolina and Mexico and has joint ventures in 
Japan and Brazil. Its total facilities approximate 
346,000 square feet. 

The company employs more than 1,700 
people worldwide. Its leadership position in the 
market has been built on stringent quality con- 
trol, innovative product development and re- 
sponsive customer service. Over the past five 
years, its revenues have multiplied nearly six 
times from $15 million in fiscal 1977 to $85 
million in 1982. Verbatim forecasts continued 
growth closely paralleling the dynamic expansion 
of the computer and word processing fields. 
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Endorsed by 
the California 
Governor's 
Council on 
Wellness and 
Physical Fitness 
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The California Governor’s Council on Wellness 
and Physical Fitness has a broad mandate to 
stimulate state and local activities which promote 
wellness for all Californians. Toward this end, 
one of our objectives is to encourage health and 
physical fitness programs for office workers and 
promote the dissemination of wellness and 
physical fitness information. 


TONE UP AT THE TERMINALS is an outstand- 
ing example of an innovative project which is 
consistent with these goals. 

Verbatim is to be commended for analyzing 
the problem associated with automated offices 
and for designing this creative system which 
alleviates the symptoms of technological stress. 

We proudly lend the seal of the California 
Governor's Council on Wellness and Physical 
Fitness to this program. i 


Tindukhy 


Theodora Wilner 
Executive Director 
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